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	EMPLOYMENT

       OPPORTUNITY
	1.  RPA #

10330 -ORIM
ANALYST’S INITIALS

NSW/SM
DATE

08/10/15


	YOU MUST BE A PERMANENT OR PROBATIONARY STATE EMPLOYEE, A FORMER PERMANENT OR PROBATIONARY EMPLOYEE OR ON AN EMPLOYMENT LIST FOR THIS CLASSIFICATION IN ORDER TO APPLY FOR THIS POSITION.

	CLASS TITLE

Staff Services Analyst
	POSITION NUMBER

306-041-5157-921
	TENURE

 FORMDROPDOWN 
 
	TIME BASE

 FORMDROPDOWN 
 
	CBID

R01

	OFFICE OF

Risk and Insurance Management
	LOCATION OF POSITION (CITY or COUNTY)

West Sacramento
	 FORMDROPDOWN 
 SALARY

Rg A- $2945-$3690
Rg B- $3189-$3992

Rg C- $3824-$4788


	SEND APPLICATION TO:

Department of General Services
Office of Risk and Insurance Management
707 3rd Street, 1st Floor, Room 1-330
West Sacramento, CA 95605
Attn:  Rosa Bellamy
	REPORTING LOCATION OF POSITION

707 3rd Street, 1st Floor, West Sacramento, CA 95605
	

	
	SHIFT AND WORKING HOURS

 FORMDROPDOWN 
 - 8:00 a.m. - 5:00 p.m.
	

	
	WORKING DAYS, SCHEDULED DAYS OFF

MONDAY through FRIDAY,  DAYS OFF:  SAT/SUN
	

	
	PUBLIC PHONE NUMBER

(916)  376-1662
	PUBLIC PHONE NUMBER

(   )     -    
	

	
	SUPERVISED BY AND CLASS TITLE

Staff Risk Manager l
	FILE BY

08/19/15


	SELECTION CRITERIA 

· SROA/Surplus employees are encouraged to apply.  <br>
· Transfers, reinstatements, or recruitment from employment list may be considered. Consideration may be given to applicants on another Department’s employment list, provided the criteria are met to transfer eligibility from the employment list to DGS’ employment list.    <br><b
· Applications will be evaluated based on eligibility and desirable qualifications and interviews may be scheduled.    <br>>
  <br>
Please Indicate RPA10330 on the State application as well as your basis for eligibility (i.e., reemployment, reinstatement, or transfer) Applications received without the above information MAY NOT be considered for review.  <br> 
  <br>
The Department of General Services’ (DGS) Core Values and Employee Expectations are key to the success of the Department’s Mission.  That mission is to “Deliver results by providing timely, cost-effective services and products that support our customers.”  DGS employees are to adhere to the Core Values and Employee Expectations, and to perform their duties in a way that exhibits and promotes those values and expectations.  <br>
  <br>>
The Office of Risk and Insurance Management (ORIM) of the Department of General Services (DGS) takes action to recover for most State agencies the cost of damage done to State vehicles by third parties. A few State agencies undertake their own collection activities under statutory authority or upon approval of the ORIM. All work to be accomplished in accordance with guidelines of DGS, ORIM operating manual, and various State Administrative Manual sections and ORIM strategic plans.<br>
<br>
ESSENTIAL FUNCTIONS   <br>
In order to recover damages from responsible parties whose negligent actions result in damages to state property, the incumbent performs the following duties of average difficulty:  <br>>>
· Investigates and evaluates accident reports, police reports, witness statements etc. to determine liability for claimed damages to state vehicles as a result of motor vehicle accidents; reviews vehicle and loss documentation to determine vehicle ownership and damages.  <br> <>
· Evaluates damages by accessing various insurance industry sites, repair estimates, photographs and salvage receipts to determine value of loss and develops recovery plan upon review and analysis of pertinent documents. <br
· Presents loss information to responsible third parties and negotiates settlement amounts with insurance companies, unrepresented third-parties, and attorneys.<br>
· Prepares all settlement correspondence and documents in accordance to established damage recovery processes and procedures.



	The State of California is an equal opportunity employer to all, regardless of age, ancestry, color, disability (mental and physical), exercising the right to family care and medical leave, gender, gender expression, gender identity, genetic information, marital status, medical condition, military or veteran status, national origin, political affiliation, race, religious creed, sex (includes pregnancy, childbirth, breastfeeding and related medical conditions), and sexual orientation.

 DGS JOB HOTLINE PHONE (916) 322-5990                (            CALIFORNIA RELAY SERVICE FROM TDD PHONES 1-800-735-2929




	 CLASS TITLE

Staff Services Analyst 
	POSITION NUMBER

306-041-5157-921
	RPA NUMBER

10330-ORIM 
	FILE BY


08/19/15

	· Reviews payments received for accuracy; remits to other state departments and prepares documentation for deposit if appropriate, in accordance with State Administrative Manual accounting procedures.  <br>
· Prepares and provides monthly reports to management of amounts collected for state departments.  <br>
· Communicates, both verbally and in writing with state department representatives regarding damage recovery actions.<  <br>
<br>

In order to develop and evaluate plan of defense or settlement strategy, and negotiate settlements in cases of comparative liability for less complex claims, the incumbent:  <br>r>
· Assists Associate analysts in the review and analysis of pertinent documents to determine state liability exposure.<  <br>
· Presents information to the Staff Risk Manager, in order to obtain settlement authority for those claims outside of the delegated authority.  <br>
· Negotiates and settles claims with insurance companies, unrepresented third-parties, and attorneys.<
· Communicates, both verbally and in writing to claimant, attorney, and other interested parties, the status of issues surrounding the claim.<  <br
  <br><r>
In order for State agencies to seek relief of accountability from the State Board of Control for uncollectible damages (G.C. 13940-42) the incumbent:<b  <br>r>
· Determines if a claim should be deemed uncollectible utilizing appropriate investigation and evaluation strategies; makes recommendation to management staff.<  <br>>
· Develops, prepares and provides quarterly reports to state departments of uncollected amounts for the pursuit of further collection activity if appropriate.<br>
· Provides state departments all records of recovery efforts.  <br>r>
  <br>
In order to effectively monitor and pursue damage recovery cases, the incumbent utilizes the risk management information system for case management; the incumbent  <br>
Verifies and enters claim data (owning department, loss codes, claimant information, state operator, etc.) <br><>
· Sets appropriate reserves based on severity of claim and according to ORIM and industry best practices.<<br>r>
· Inputs all notes and actions of the claim (telephone calls, medical file, correspondence sent and received, etc.) to provide historical record and monitor progress of the claim.<br>
· Reviews and creates diary dates on all claims (reminders to follow up on claim actions) in order to keep the claims progressing toward resolution.<brr>>
<br>
MARGINAL FUNCTIONS<<br>>
· Assists Associate analysts in the preparation and creation of reports on claims, loss activity and loss trend analysis using the risk management information system.<br>
· Participates on various special projects as needed, and assists the unit manager in performing various customer outreach activities.<br>
· Occasionally provides administrative support when support staff is unavailable. <  <br>
  <brr>
KNOWLEDGE, SKILLS AND ABILITIES<br> 

Knowledge of: Principles, practices, and trends of public and business administration, management, and supportive staff services such as budgeting, personnel, and management analysis; and governmental functions and organization.  <br>
   <br>
Ability to: Reason logically and creatively and utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively; consult with and advise administrators or other interested parties on a wide variety of subject-matter areas; and gain and maintain the confidence and cooperation of those contacted during the course of work.  <br>
  <br>
DESIRABLE QUALIFICATIONS<br>
· Knowledge of governmental accounting process<  <br>
· Working knowledge of automated claims system<br> >
· Ability to communicate effectively with all levels in both the public and private sector, including the legal community.  <br>
· Maintain strict confidentiality and privacy<  <br>r> 

· Research, interpret, and apply laws and rules<  <br>r> 

· Work independently, prioritize and meet established deadlines<br  >>
· Working knowledge of  computer applications – Microsoft Office (Outlook, Word, Excel, Power Point)<  <br>                          
<br>
SPECIAL PERSONAL CHARACTERISTICS<br>
Willingness as a learner to do routine or detailed work in order to learn the practical application of administrative principles; and demonstrated capacity for development as evidenced by work history, academic attainment, participation in school or other activities, or by well-defined occupational or vocational interests; and willingness and ability to accept increasing responsibility.    <br>
<br>
INTERPERSONAL SKILLS  <br> 

· Work well with a team<  <br>
· Readily analyze information and draw conclusions<  <br>
· Flexible and tactful<  <br
· Receive and follow direction from supervisor<b  <br>r>
· Maintain required job schedule<<br>
· Communications skills, both oral and written<  <br>>
<br>
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES<  <br>> 

· Meet critical deadlines<b  <br>r>
· Appropriate business attire for professional office<  <br>
· Multiple tasks with changing priorities<br>
· Frequent use of personal computer with associated software applications<b  <br>r>
<br>


